
OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT OlVlSlON 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCT1ONS: See Publication No. 76-OM-1 for instructions on completinb this form. Forward sianed oriainal to 

MFI AGENCY USE 1. Agbncy Addre Department o r  Human Resources  ' Wicacmn c*te 
- - 1  ---- Division of Mental H e a l t h  & Mental R e t a r d .  

-- . 

FOR RECORDS MANAGEMENT USE 
Application Numb 

Department of Archives and History, Records Management Division, J30 Capitol Avenue, Atlanta. & r g i a , - ~ .  
Attention: Scheduling Section. 

n t a l  R e t a r d a t i o n  Section June  11, 1 Y / b  

Wiar ion  Numtar T r i n i t y  Avenue ,  Rm. 542-H 

i r  

- DHR-59 b t l a n t a ,  Ga. 30334 

Budd Hughes 

1. a Grabitsn Retention Schedule; record will condnw to accumulate. 
b- 0 D i m s  of wesent accumulation; no funher accumulation antiaoated. 

2. Pmontobnmct Working Titla Talephone Number 

3. Action Requested 
A s s i s t a n t  Division Director 656-6370 

t 

- 
e. 0 Amend A d c a t i o n  No. - Checkone: U Cham: 0 Supercede; 0 Void 

L DmtofSI Im:  I 5. Records Series Title (followed by  tide US& in  off;^; if different) 
Mental Retardation 

I Present I Group Home Program F i l e s  

Earliest 

1973 
6. Diririon Office Funcn'on 
The Division o f  Mental H e a l t h  & Mental R e t a r d a t i o n  a d m i n i s t e r s  the menta l  h e a l t h ,  menta l  

What is the funm'on of th Division and @e.Office in which this record series IS  aeatea? 

r e t a r d a t i o n  and other deve lopmen ta l  disabili t ies,  drug  a b u s e ,  a l c o h o l i s m ,  and t r a i n i n g  and 
research program. 
a d m i n i s t r a t i o n  o f  the S t a t e  men ta l  h o s p i t a l s ,  r e h a b i l i t a t i o n  and r e t a r d a t i o n  centers. 

T h e  Mental R e t a r d a t i o n  Section i s  one o f  the programmatic  sections of the Division o f  Mental 
H e a l t h  and Mental R e t a r d a t i o n .  
( p r i m a r i l y  f o c u s i n g  on the m e n t a l l y  r e t a r d e d  w i t h i n  the I Q range  of 0-55) a d m i n i s t e r e d  
th rough  a comprehensive s y s t e m  o f  i n s t i t u t i o n a l  and community service programs. 
i z e d  services a r e  p r o v i d e d  th rough  the f o l l o w i n g  major programs; 1 )  Day T r a i n i n g  and FJoqk 
A c t i v i t y  Programs, 2 )  Group Homes, 3) I n s t i t u t i o n a l  Services, 4 )  Family  Care Homes and 
5) Foster Grandparent  Programs. 

1. Ruard Sari= Description 

T h i s  Division i s  a l s o  concerned w i t h  community men ta l  h e a l t h ,  and the 

The  Mental R e t a r d a t i o n  Section of fers  s p e c i a l i z e d  services 

T h e  s p e c i a l -  

This file contains the following documents (includq form numbers and titles, if anyJ: 
Attach samples of the file. 

Oocumenareta~ngto: receiving and reviewing p r o p o s a l s  for the e s t a b l i s h m e n t  and a d m i n i s t r a t -  
ion o f  Group Home Programs. 

lnduded b u t  not l i m i t e d  to a r e :  p r o p o s a i s  i n  n a r r a t i v e  f o r m a t  d e s c r i b i n g  the need for  the 
program, costs and recommended services to  be p e r f o r m e d ,  m o n i t o r i n g  and program e v a l u a t i o n  
r e p o r t s  a s  r e q u i r e d  b y  Federal  and S t a t e  r e g u l a t i o n s  t o  record adherence  to g u i d e l i n e s  
and s t a n d a r d s ,  client i n f o r m a t i o n  and s t a t i s t i c a l  r e p o r t s  and s i m i l a r  and r e l a t e d  suppor t -  
i n g  documents  . 

, 

File is arranged: a l p h a b e t i c a l l y  b y  coun ty ;  thereunder a l p h a b e t i c a l l y  b y  name o f  program. 
3 * 

8. Monthlv Ratarena Rate 
One to six mnrhs old 

How often are m r d s  referred to which are: 
2 

. ; Thirreen to twenty-four months old 5 ; Seven to twelve months old 10 
twenw-five months and older 1 ? 

Lenewim drawers -: L q a k i n  drawers 

- - - 
3. Annuel Ran of Accumulation of Rlcardr 

; Shelves ; Other (wesifv) - - 

n-00-77; nw.7e ( O W )  



11. R e t a d o n  Rquinnwnts Ttm following requires the series to b kept: 

years. 
years. 
years. 

5 
a. stamLaw YWL d. Audit par id 
b. h t u m  of limitation years. e. Adminimatiw nwd 
c Fadrrallm wars. 

Am& copy or e x a m  of laws or regulations. Explain adminimatiw need. 
Based- on previous reference experience a 5 year retention period i s  needed. 

f. Federal retention instructions 3 

12 Awrovrd Dlspodtii Instructions This agency recommndr that the file series br cut off a t  the end of each: - - 
0 Calendar Yes; [?i FinalYarr: 0 Other then, 

a Hold in th. currant files see m O n t h ( S J  year(sJ; then 
0 lrrnder to local holding area: hold 
Q Tranda to State Rmrdr Center; hold 
0 Destroy. 
0 Transfer to SUU Archives for permanent retention. 
0 othr &aYcXYY) 

,year(d; then 
year(sJ; then 

. . .. 

. .  

. .  

th.te inmudons apply to all prior and future accumulations of the series. 

learnmendations in para- 
raph 12 are approved. 
If dissppmvcd. am& l a m  
f explmtion.) 

- 
1-50-71; Rw. 76  
... - .  . _. . . ~  . 


